SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Job Aid: Schedule NASA Safety Training Center (NSTC) Offerings

Tasks

A. Add an NSTC Scheduled Offering

B. Set Registration Parameters

C. Complete the Segments Tab (includes Resources)
D. Copy Resources

Task A: Add a Scheduled Offering/Summary Tab

Syster for Administration Training and
Education Resources for NAS.

1. Click Scheduling > Scheduled @ SATERN

Offerings.

LearnerManagement | Scheduling | Learning | Commerce | Resources | References | Reports | Ta
Scheduled Offerings Scheduled Offerings | Simple: Search |
Cloze Scheduled Offering

Cancel Scheduled Offering
Group Instances

Classes
Curticulum Scheduling m Results

Search Scheduled Offerings

Search

Erter the 1D or Description, select the type of search from the drop-down menu, ar
Erter an exact ID snd select "Exact” from the drop-dovwn menu to go directly to & n
by default. You can choose case insensitive search which applies to criteria type
inzensitive search could take & long time

2.  Click the Add New link ‘| Simple Search | Advanced Search | Add Mew | Help |‘
3. Select Item. Scheduled Offerings | Simple Search
> Add Hew

Select Scheduled Offering Type

@ em O activity

4. Click the Next button. M
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SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Task A: Add a Scheduled Offering/Summary Tab (continued)

5. Enter/select all required information. Ao seediedotemg
* = Reguired Figlds
¢ lItem Type A | Reset
‘ Item ID *ftem Type: COURSE A
* fem I € |sMa-SAFE-NSTC-00
Note: You must schedule the NSTC items | :samensmode: oy,
that are in the SMA domain. All NSTC Segment St Tre o
Items have an ltem lD that beglns Wlth *Time Zone: € |cst [¥] Show in this Time Zone
SMA-SAFE-NSTC- followed by a number. | .
DO NOT create your own item and put it Foison Dt
|n yOUI' Centel’1S domaln Revision Number:
¢ Segment Start Date peerss 0
* Diomin: € |sma
& Segment Start Time Facity € [sscoLrUH
. . . . Contact: JASOM NELSON
& Time Zone (Show in this Time Zone - —
. . mi K [ENASA GO
checkbox is optional) s e
¢ Domain For
Note: Always place your scheduled
offering in the SMA domain.
& Facility
Note: All Facility Descriptions must have
the Center prefix in front of the Description
to enable students across the Agency to
determine at which Center the Scheduled
Offering is occurring. Make sure you have
added the Center prefix in front of the
Facility Description before you assign a
Facility to your Scheduled Offering.
4 Contact Information (Email, Phone)
6. Click the Add button. ; |
7. Note the system generated Scheduled Scheduled Offerings | Simple Sear
Offerlng ID. > Search = Edit Summary
SHtrngD: 7446
ftem: COURSE SMA-SAFE-HSTC-0001 (Rey 55472006 06:20 AWM CST)
Title: FACILITY SYSTEM SAFETY
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SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Task A: Add a Scheduled Offering/Summary Tab (continued)

8. The entered information displays | gietes e
0 n the Su m m ary tab . ftem: COURSE SMA-SAFE-HSTC-0001 (Rey 5472006 06:20 A CST)
Title: FACILITY S¥STEM SAFETY
Standard Options
Matifications Cost Calculation Cost Summary Pricing Catalog Chargeback

m Segments Redistration Contacts Materials Custom Fields
Md Offering
* = Required Fields
Group Instance: (4] l:l
* Domain; [A]
Facility: [A]
* Time Zone: 0 Show inthis Time Zone
Approval Process ID; [A] l:l
Approval Reouired: O
Cortact: |Ja50N NELSON |
Emil |[JASON R NELSON@NASA GOV |
Phane: |281-244-0118 |
Fanc | |

9. If edits to data are made on the

Summary tab, click Apply
Changes before leaving the
screen to save the changes.

[ Apply Changes |
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SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Task B: Set Registration Parameters

1. Click the Registration
tab Matifications Cost Calculation Cost Sumimary Pricing Catalog Chargeback
) SUMmmEryY Segments Cortacts Materials Custom Fields
Edit the Scheduled Offering
2. Enter the M| n Scheduled Offering ID; 7446
. . ttem: COURSE SMA-SAFE-HSTC-0001 (Rev 51402006 06:20 Ak CET)
Registration an d Tile: FACILITY SYSTEM SAFETY
Maximum Registration _— : .
. Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback
flelds . Summary Segments Contacts haterialz Custom Fields
Edit the Scheduled Offering
NOte If Learners are Edit the Registration for the Scheduled Offering
allowed to Self-reQISter for Redistration Cut-off Date: E 030 2007 Min Registration: 10
this offering, check the e . e
S . . Feegistration Cut-off Time: 1200 &4 haximum Registration: a0
elf Registration
CheCkbOX ;wnfe Z:;e;al_ . [A] DCDSDT Registration Status: 0 of 30 enrolled, 0 waitlisted
. . . [¥] seif Registration
If Self reg IStratI On IS Send Matifications to Instructors when Learners withdraw from the Scheduled Offering
enabled, you can set a [pply Changes | Reset |
Registration Cut-off
Date and Registration
Cut-off Time. Learner
will be unable to self-
register or self-withdraw
after this date/time.
Note: When inputting a
Registration Cut-off Date,
you MUST set the cut-off
date to at least 30 days
prior to the Start Date of
the Scheduled Offering.
3. Click the App'y Changes M
button.
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Task C: Complete the Segments Tab

SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Standard Options

1. Click the Segments tab.
Motitications Cost Calculation Cost Summary Pricing Catalog Chargeback
Summary m Registration Caontacts hsterials Custom Fields
Edit the Scheduled Offering
2. In the “Update the Seoments
Segments...” section, the | *om" o L
defaults from the Item’s * Start Date (v o0 B[am200r | * Ena Date (vioDe vy M[amoor |
De|ivery Data tab a|ong * Start Time (i imim AW *End Time (i imim AW
with the entered start *Tine Zone Olest |
Seg m e nt date/tl me Zrlmaryr;n:rud.: . (4] }DAY:I Primary i_oc:atlon: (4] l:l
entered for the ’ '
Scheduled Offerlng are m Copy Resources to & ¥ Segments
used to create the actual Segment 2 Remove []
schedule for the . * Start Date (oD B [an00r | *End Date (oD vy Elan o |
Scheduled Offering. : S Timo i AWPH) B s (hm AMEM)
* Time Zone O
If necessary, make Prinery Instructor: o | Frinry Locatir: o
changes to the date/time | sement pescrition ey |
|nf0rmat|0n . w Copy Resources to & ¥ Segrents
Send Motification Check Conflicts
3. Click the Apply [ Apply Changes |
Changes button.
Page 5 of 8

SATERN LMS




SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Task C: Complete the Segments Tab (continued)

4. Enter a Primary Primary Instructar: € [maLone]
Instructor for the

Seg ment Search
m- Resutts
NOte lf you do nOt knOW Search Instructors
the I D’ Cl |Ck ﬂ to access Eriter the ID or Description, select the type of search from the drop-do\lvvn menu, and click "Search" tolbrowse rESL:II.tS.
the Instructors search b aetath, You can chaoee cace Panetie seare G apples 13 Gra ypen . Fease ret et § coe
Scree n . inzensitive search could take a long time.
Caze senztive search: O ves @ No
The search screen _ vee PN
defaults with pre e e Sarts i
Last Mame: arts -
populated Item Starts i
information rrettione EEO00
' Miclclle Initial: Starts With v
This causes SATERN to tems: Fiter by crteria of py Type: | COURSE v
search for Instructors that I: [Sh, SAFENSTC-00]| Exerct |8
have been “Authorized” Status: @ active O Not active O Beth
tO teaCh the |tem B The Instructors: 8 Available for currert seament ) Available for entire scheduled offering
ltem information can be “
removed from the search [Search | Reset |
criteria to locate all
Instructors.

Note: AIINSTC
instructors have been
created and placed in the
SMA domain with an
SMA-NSTC prefix
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SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

Task C: Complete the Segments Tab (continued)

5. Enter a Primary Location |pimary Location: o
for the Segment.
NOteZ If you dO nOt knOW Lacations | Simple Search | Advanced Search | Help |
the ID, click @ to access | searen
the Location search
screen. | searcn  [IEEETE
Search Locations
|f a Locatlon Type was Enter the ID or Description, select the type of search from the drop-down menu, and click "Search” to brovse results.
) Enter an exact ID and select "Exact” fram the drop-down menu to ga directly to 5 record. The search is case sensitive
ente red on the Item S by default. You can choose case ingensitive search which applies to criteria typed in. Pleaze note that & case
De“\/ery Data tab’ the insensitive zearch could take a long time.
se_:arch screen defaults oo sorstive soarch e e
with pre-populated _
Location Type. Hoestion b | |starts ith ]
Drezcription: I |Starts With LI
ThIS causes SATERN to Location Type: Select fromlist o By D ICLASS—PC' Starts With j
search for Locations that _
have been Setup as that Locations: ; Lvailable for current seamert © Available for entire scheduled offering
type. The Location Type A
can be removed from the | |
search criteria to locate
all Locations.
6. Click the Apply

Changes button.

Note: If the Scheduled
Offering has multiple
Segments, SATERN
displays two pop-up
warning boxes indicating
that no Primary
Instructors and Locations

Microsoft Internet Explorer x|

\;’?r) Mo primary Instructor specified. Do vou wish to proceed?

Cancel |

specified.

Click OK when these
messages display.

Microsoft Internet Explorer ll

.{) Mo primary Location specified, Do wou wish to proceed?

o
QK I

Zancel |
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Task D: Copy Resources

SATERN Administrator Job Aid
Schedule an NSTC Offering (Ver. 1)

If a Scheduled Offering has multiple Segments, resources applied to the first Segment can easily

be copied to all remaining Segments.

1. On the Scheduled Offering
Segment tab, locate the
Segment that has a Primary
Instructor and Location
applied.

* Start Date (hAWTODN ) E 36302007

Update the Seq 1ts for the Scheduled Offering
Tatal Hours: 16.00
Segments
Segment 1 Remave [

* End Diate (RARIDID0N ) E 363102007

* Start Time (hbcmm SR *End Time (hh:mm AER)
* Time Zone (4]

Primary Instructar: (4] Primary Location: (4]
Segment Description: |DAY |

2. Click the Copy Resources
to All button.

3. Check the box next to the
Resources to copy to all
Segments.

Note: Leave the Check
Conflicts box checked to
have SATERN verify that the
selected Resources are not
already booked for use
during the Segment
timeframes.

= Search > Edit Segments

Scheduled Offering ID: 7446
ttem:

Segment: 1(DAY)
Start DateJTime: 3F3102007 0530 A6 CST
End Date Time: 3F3102007 04:30 PM CST

COURSE SMA-SAFE-NSTC-0001 (Rev 5472006 06:20 AM CST)

Choose Resources for Copy

Copry Al

Copy Instructor
Copy Location
Copy Equipment

Copry Material

Oo0oE®EO

Copy Custom Resource

Check Conflicts: ww

4. Click the Copy button.

Note: If conflicts are
detected, SATERN displays
the conflicting timeframes.

[Cory|

5. Click the Apply Changes
button.

Page 8 of 8
SATERN LMS




	Tasks

